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Dedication
I would like to dedicate this book to my mom and
dad. To my mom, without whose love, support, and
compassion I would not be the person that I am. To my
dad, who taught me that life is not about chance, but
about choice. To both of them I am deeply grateful.

Introduction
When I graduated from college I was so excited. My degree was
my greatest accomplishment to date. My whole family took me
out to lunch after the graduation ceremony to congratulate me.
After lunch my father, in a jovial tone, said, “Now that you are a
college graduate, you know what you are?” In an excited tone I
said, “No, what?” He said, “You’re unemployed.” The rest of my
family agreed, and that was the real beginning of my adult life.
I guess I was expecting to receive some pearls of wisdom
about how the world was mine for the taking. Today, I know that
his words motivated me, and that saying them to me was the best
thing anyone could have done.
Now it is your turn. You just graduated college and are
trying to determine in which direction to go. Unfortunately, there
are no classes available to teach you how to find a good job in your
field where you can apply all the knowledge you have gained in
school. Learning by experience is helpful, but that is not going
to pay your bills right now. You want a career in your field and
you need to pay the bills on time. This book is designed as your
own personal class to teach you what you need to know in order
to locate a solid career position in corporate America. The goal of
this book is to facilitate your search, to condense your resources
into a workable reference, and to locate a position in your field
quickly.
Every chapter can be used by itself or in conjunction with
others, depending on your needs. If you have an interview
tomorrow, you might want to brush up on your interviewing
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skills, or if you are calling on an ad, you might want to review
what the goals of that call are going to be. But if you are just
starting out in the job market, read this book from beginning to
end and then use it as a guide during your career search.
Finding a job is easy. Finding a career position offering a
competitive salary plus a benefit plan, growth and advancement
potential, and with consistent challenges and stability can be
more difficult. Like anything in life, one must pursue a direction
to accomplish goals, and have a plan to make things happen. Your
career search should be approached no differently. This book
should be looked at as a “how-to” guide. If you follow the steps
and avoid the pitfalls, reaching your goal will be easier.
When I graduated college I thought that it would be fairly
easy to find an entry-level position in my field. I graduated
from Emory University in Atlanta, Georgia, with a 3.0 grade
point average. I interned with what was then E. F. Hutton and
is now Smith Barney. I was flexible in my salary requirements
and was willing to do almost any job within reason. In reality, it
was extremely difficult to find anyone who would risk spending
the time and money on training an entry-level college graduate.
Everyone wanted experience; no one was willing to give it. I
kept wondering how all these other employed people got their
experience.
It is estimated that fewer than 20 percent of all companies
hire entry-level college graduates. This percentage varies with
the unemployment rate. But understand that not all companies
can afford to hire and train entry-level college graduates as it can
cost tens of thousands of dollars. So it can be cheaper and more
efficient to hire staff-level people who can hit the ground running
than it is to train someone with no industry or work experience.
Another problem I had was failing to utilize all my
resources. There was no Internet in 1987, so all I used was the
local newspaper and personnel agencies. My mother belonged
to a church in a fairly affluent neighborhood and I never even
thought about networking there. I did not know what a trade
organization was or how to contact companies where I might be
interested in working. Since no one wanted to pay me a salary,
I eventually found a straight-commission job at an employment
agency and I have been in the business ever since. Now I know
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the types of positions that I was qualified for, the positions best
suited for my background, and the positions best suited for other
entry-level college graduates.
I have been placing entry-level college graduates in career
positions full time since 1988. The advice and recommendations I
offer are from my actual experience.
You will learn the secrets of locating unadvertised positions
that recruiters find every day. You will learn how to research the
marketplace, call a hiring authority to present your background,
get an interview, and receive the offer you want. None of these
strategies is very difficult so long as you are armed with knowledge
and a dose of self-confidence.
I want to teach you to minimize the time spent on your job
search. Using tried-and-true strategies developed over years of
testing will equip you with the ability to find a career job in the
city of your choice. “Work smart, not hard” has always been my
motto. Hopefully, you will learn from the mistakes that I have
made and be able to avoid them yourself. Finding a job requires
focus and determination. Looking for a job is full-time work and
the sooner you begin, the quicker you will be employed. So, let’s
get started.
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Chapter 1

The Placement Process
The placement process begins with a job search and ends
with career placement. The process is scientific. It is a formula
based on numbers and techniques. There are steps to be taken
and pitfalls to be avoided. A list of the actual steps needed in a
career search is provided in this chapter so you can refer to them
as needed.
The first step in finding a career opportunity is understanding
the placement process. This class is the first one I teach to new
recruiters. After they understand the basics of the placement
process, they are capable of walking their clients through it. It tells
them what phase of the process the client is in with a company
and if they really have a shot at an offer based on what is actually
going on in their search. It tells recruiters how to counsel their
clients to act and lets them know the next step they should follow
in the process. If a recruiter can help his clients follow the process
and get involved with multiple job openings, it will lead to an
offer.
If I teach a recruiter the placement process, that recruiter
will always be successful. He will always be able to find people
employment. If he gets into a slump and cannot find any open
positions, he can analyze what he is doing wrong and correct it
by going back to the basics.
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This premise is not any different for you. Learn the process.
It has worked for centuries. It will work for you and it will shorten
your career search. The goal is to get you pending with three
different companies, all in positions that you would accept. This
goal is lofty no matter what the market conditions might be, and
it does not mean that you should turn down a good offer, even if
it is the only one you have. It does mean that if you are constantly
following the process that I have outlined, you will have options.
I cannot guarantee you a job, but I have placed close to 500 people
personally and I understand what you need to do in order to find
employment.
The following are brief descriptions of the steps in the
placement process. The terms will be a little different on your
side of the desk, but the meaning is generally the same. They are
outlined in much greater detail in later chapters.
Let’s start with the day you begin your job search.

An Overview of the Career Search
1.
2.
3.
4.

Organize
Research
Set your priorities
Target your market (target appropriate markets based
on your background)
5. Answer want ads
6. Market call (cold call companies in which you are
interested)
7. Prepare for the initial interview
8. Call for feedback if you do not get the job
9. Send grammatically-correct thank-you notes
10. Market call (cold call additional companies in which you
are interested)
11. Prepare for the second interview
12. Repeat steps 2 through 11 as needed
13. Accept the offer and/or negotiate
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Getting Organized
Make a place in your home where you work only on your career.
Have all your information ready and available, so when you are
on the phone or computer you can act quickly. Maintain a sense
of urgency and know where everything is, so when a call comes
to you in reference to your job search you will be able to respond
appropriately. Handling a phone interview or going over your
background with poise and ease is difficult. Set yourself up for
success by keeping everything you need close by and available.
You need a phone in your workspace, preferably a land
line. Many people have a cell or BlackBerry as their main number.
Technology is wonderful. Just be careful and do not answer your
phone for a professional call when you are in a loud area that
may be deemed unprofessional by a potential employer. Your
cell phone is necessary. Just know when and where to call based
on reception and environment. You always want to come across
as professional as possible when talking to a potential employer.
Many employers will conduct the first interview on the phone
and if you are talking for an hour and your phone cuts out or
drops the call, you may not come across as professional as you
had hoped. Always conduct phone interviews in a quiet place
where communication is optimum. A land line is ideal for this
type of interview.
Your workspace should also have a computer. If you do
not have a computer you may use the one at the library, but it
is more efficient if you have one that you can use at any time,
day or night. Pretend this space is an office until you are hired
and receive your own desk. You probably will not get your
own personal office―perhaps a nice cubicle, though, and it will
probably resemble the workspace you have created at home.
Once you have created this workspace, you will be ready
when an employer calls or when someone asks you to send a
resume. Efficiency saves time and time equals money. The more
efficient you are, the more time you will save, and the sooner you
will be employed.
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Researching the Market
Every person graduating from college needs to understand the
job market he is about to enter and what his salary expectations
should be. Knowing the unemployment rate for the area, or areas,
you are interested in requires research. The unemployment rate
will also play a part in determining your starting salary and how
easy or hard it will be for you to locate a job in your career field.
Understanding competitive salary requirements for your
background and field requires research as well. Everyone entering
the job market has a perceived worth and an actual worth. Your
perceived worth is what you believe your starting salary should
be. This number may be based on what you have been told by an
advisor, your school placement office, or how much you think you
are worth. Your actual worth is your realistic competitive salary
based on your education, work experience, grades, and your
interpersonal communication skills. Everyone in your graduating
class does not have the same actual worth in the workforce.
Research will also tell you what your worth is in the current
market and will help you to know which of your skills are most
needed at this time and how to capitalize on them when you
are talking to an employer. If you are a programmer and PHP
is the hot new language to know, then when you are talking
to a potential employer you may want to emphasize that you
possess this skill. If you are in advertising and word-of-mouth
advertising is the hot topic, you may want to join some Web sites
that use word-of-mouth advertising and put that on your resume.
Anything that makes you more competitive in your field should
be explored and used to the best of your ability. This involves
locating reference books and utilizing local newspapers to find
employment. Most of these can be found on the Web. However,
some reference materials cost hundreds or thousands of dollars
and are bought by libraries for use by individuals. So if you are
not using your public library, you will not have access to them.
When you are in the public library, ask what business reference
resources are available. Some, or most, libraries will have online
materials that will not only list employers by genre, but will
also give you names and titles of who is in charge of what. This
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knowledge becomes crucial when you start the market calling
part of your career search.
Research should be ongoing and should not stop until you
have a start date for your career position.

Setting Your Priorities
Priorities are what you most want and need from employment.
We all have priorities and they are constantly changing. You
probably think your main priority is finding a job, but I want to
you to look a little deeper than that. Priorities are what you want
out of a job.
I know you need to pay your bills, but you may also need a
challenge. Maybe you need to make a lot of money, or you want
to go back to school and need tuition reimbursement. It does not
matter what your priorities are. It does matter that you recognize
them.
You also need to be able to rank them from most important
to least important. You will use this list when you get a job offer
to see how many of your priorities match up with the job. If your
priorities match the position you have been offered, accept the
position. If they do not, either decline the offer or change your
priorities. This is an eye-opening experience, but one that is
crucial to you making a good decision concerning your first job
out of college.
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